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To:  Distribution List
Subj: CIVILIAN PERSONNEL
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(b) DOD 1400.25-M (NOTAL)
{c) OCPMINST 12335.1 (NOTAL)
Encl: {1} LOCATOR SHEET
1. Purpose. To revise published policies and procedures regarding

the administration of Marine Forces Reserve civilian
personnel management program in accordance with the references.

2 Scope. The contents of this Order are applicable to all Civil
Service employees attached to and serving with the Marine Force
Reserve.

3. Backgrcund. This Order prov1d€a a qguick reference for use In
the management of civilian personnel. If more detailed information

becomes necessary, the issue should be referred to the Human
FEesource Office, Naval Support 2ctivity, New Orleans, LA for
thorough anealysis, and a proper application of the references.

4., Action. Department Heads and Supervisors of civilian employees
will ensure full compliance with the this Order.

. Recommendszation. Recommendations concerning the contents of the
Civilian Personnel Manual are invited and will be forwarded to the
ommander, Marine Forces Reserve via the appropriate chain of
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command.
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7. Certification. Reviewed and approved this date.

PBISTRIBUTION: A
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LOCATOR SHEET

Sukbdi: CIVILTAN PERSONNEL

Location:

(Indicate the location(s) of the copyl{ies) of this
Manual.)
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CIVILIAN PERSONHEL

CHAPTER 1

ADMINISTRATION

1000, Responsibilitv., The Assistant Chief of 5taff, G-~1 is
charged with the responsibility of preoviding technicel advice and
assistance on civilian personnel matters to the Commander, Marine
Ferces Resesrve.

1601. Correspondence. Correspondence concerning civilian
personnel administration sent to off-station addresses, will be
prepared by or routed via the AC/S, G-1. Under normal
circumstances the AC/S, G-1 will represent this Command in all
other contacts with agencies where toplcs under discussicn relate

to administration of civilian personnel.

1602, Mormal Scheduled Workweek and Work Hours. A reg
riweek will be scheduled in advance for all employees
ecific individual cases approved by the Commander. T

gscheduled workwesek for employees cof this activity is b

Fridey and contains 40 hours of work divided into 5 day

each. Generally, the hours of work are established to be from 0730

to 1600 with 30 minutes for lunch periods.

1003. Exceptions fto Normal Scheduls

1. In order to meet individual departmental requirements,
autherity to schedule workweek and work hours in individual cases
within the hours of 0700 to 1730 is delegated to department heads.
Z. When a lunch periocd iz set aside, the length of the shift or
workday will ne exrended by the length ¢f the pericd alliowed for
cating.

3. Use of rotating and staggered =shifts wii3 bhe held to the
minimum needed to meet established job reguirements.

004, Determining Helidav Bernefits in Relation To Work Schedules.
Determination of holiday benefits zaccruing to all employees shall
be made under the provisions of CFI ©l0.

[




1005 CIVILITAN PERSOHNNEL

1005, EReguletions Pertaininpag to Overtime

1. The Chief of Staff is the approving official for overtime or

compensatory time. This authority may be delegated no lower than
nal level above the

department hesads or at least one organizatio
level of the reguesting official ordering the use of overtime or
compensatory time. NAVCOMPT Form 2282, O?CT“?HQ/COWQFQCA“’IJ Time
Request and Authorization, ;s reguired and will remain on file in
the Comptroller Department to validate individual timecard entries.
{hen the situation prevents prior a ppr oval, MNAVCOMPT Form 2282 will
be accomplished not later than the first normal work day after the
overtime work was performed. Overtime and compensatory time worked
will be recorded on timecards as prescribed by the payroll office.
Discrepancies must be resolved and overtime approved prior to data
entry by the civilian payroll clerk.

time and compensatory tims will be limited, within approved
ldQHVV, to cases of necessity where the supervisor

that the worklecad requiring overtime or compensatory time
accomplished during normal working hours. Compensatory
not be requested when it is known that the cpportunity to

off within three {3} months from the date
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3. exempt emplovees who fail to use compensatorsy me within
three } months from the date ezrned, lose the right both to the
compensatory time off and to overtime pay (unless the fallure 1is
due to an exigency of the service beyond the employee’s control)
Nenexempt FLSA employees who do not use earned compensatory Lime

ff will be paid the overtime pay no later than the end of the Zéth

.

pay period after it 1s earned.
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4. A1l empleyses with earned comoensaiorv time must charge leave
to their compensatory leave account pricr to using any other type
of leave (except sick leave) by checking the “Compensatory Time
OFf” klock on the Request for Leave or Approved Absence (SF 71

{Rev. 12-97})).

5. The Comptroller Department will provide status reports to
department heads, by department, on compensatory time earned, ussd,
or converting to overtime pay sufficiently in advance of payment to
allow scheduling of leave to prevent the inadvertent payment of
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CIVILIAN PERSONNEL 1006

2 Any changes, excepticons and or circumstances pertaining to
hours and or davs of work not specifically covered under the
provisions of this Order shall require the pricor approvel cof the

1006, Compensatory Time Off in Lien of Overtime Pay

1. Compensatory time off in lieu of overtime pay derives from
entitlement to pay for overtime work (i.e., work in excess of eight
{€) hours in a day or forty (40} hours in a week, ordered in
advance by management;. 2An employee may request ccompensatory time
off from a scheduled tour of duty scmetime during the remzinder of
the same workweek in which the overtime was worked. Employees
entitled to overtime pay solely under Title 5 may be granted
compensatory time off during subsequent workweeks. If & nonexempt
employee has a potential overtime entitlement under bhoth :LSA and
Title 5, the employee must indicate whether he/she desires overtime
pay or compensatory time coff.

in

A

Z. If a nonexempt General Schedule emplovyee, whose basic pay 1
excess of the maximum rate of basic pay of G5-10, performs
irregular cr occasional overtime work, management may continue to
regquire that the employee take compensatory time off instead of
overtime pay. The employee may be reguired fo take the
compensatory time off during the same workweek in which the
overtime was worked, or if the employvee’s entitlement to overtime
pay after completion of the wokaeek derives sclely from Title 5,
he/she may be reqguired to take compensatory time off during any
subsequent workweek not to exceed three {(3) months from the date
cearned. However, 1f after completion of the workweek a nonesxempt
employee has any entitlement to overtime pay under FLSA, he/she
regquired toc take compensatory time off instead of

{ D
I-Q

3. Supervisors will ensure employvees are afforded the opportunity
te take compensatory time off within three {3) months from the date
1t was earned.
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essential, reviews all requests for new civilian billets submittead

a
and evaluates the authenticity of reguirement and determines a

recommended civilian strength, remaining within structure and
funding limitations. In addition, the board receives and votes on

nominations for Civilian Employee of the Quarter and Year.
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2000, Eesponsibility

arlons

1 inal responsibility for administration of leave regul
vests with the Commander. Authority to approve leave is deleq
o the department headsz and should be re-delegated to the immed:i
supervisor whenever feasible. FEach supervisor delegated the

zuthority for approving leave or excusing absence will comply with

the following procedures.

and sttendance record, employees shall
(Request for Leave or Approved Absence
71 (Pef 12-371). Decumentation for shall show the
, and types of leave taken. : shall be
~umented and approved in writing by & up@rv ‘sor designated to
MGht such approvals. The minimum charge for leave is 15 minutes.

To support the
request approval of
SE

Supervisors have the rlgnt to know what ir employees’ leave
be maintainsd.
status

Se The minimumnm

ances are mnd rTEco

: = y exr 1c1ng p‘vrol1

charge for annual si eave, and

determined by this nCtl ity to be 15 minutes. There 1z

authority to combline absence rts ofi two calendar
1

~rovide for a minimum char rge oI

;

to approval.

) and zhould
pproved leave.
he exact amount
=

4. R1l types of leave discussed heresin
Absence without approval is absence without
not be confused with leave without pay, which 1
An emploves charged with AWOL th*l Le charged
ent. When a Hurpmrwcr finds a =sub
n

of time abs
absence/leav :
Office {(HRO), MNew Orleans

YIRS Tvpes Of Leave
1 Annual Leave .
z. Granting Annual
smployes at any time duri
‘ns & liberzl leave
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employment, if they have

. I
if the activity has been
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supervisor as
lzter than cn
ted work shlft.

= by notifving
prior toc the absence
of the employe

e, Charging Leave

{1) The minimum charge for leave is 15 minutes.

(2) Employees earn and are creditsd with leave on the basi
of the biweekly pay period.

163}

which
day 18

{3y Leave shall be charged only for

an employee would otherwlise work ard rece
solared a workday and the employee s absen

th& “““ mplogce s pay will be docked one day'
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{a The emplovee is regulred to receive treatmant a2z &
N
disabled ve eran,; or

(b} The emplcoyee is incapacitated by illness, injury,

OF DIECNAancy; or

(d} The emplovee’s presence

e on the Job would Fecpardize
of others because of exposurs to a contagicus dis e
> 3
1

the
which requires isclation, garantine o
icd as pres Crgbﬁd by

Triction of movement oz

O health zuthorities

e if an emploves muct care
from contact with others du

tarantine, the need for isola-

a particular per
having Jurisdiction. {
for a family member who
to & contagious disease
tion or the restriction o

rt L(‘

1)

{e} The
nation
NOTE :

&, Under certsz
f

discretion of

Clrecumstances, appr
activity. In such individual cases
should be made, whi r similar agtions
Such situztions incl wing:




situatis Lhe activity may
leave, Ccr e without gav,
the employes has no accrued
of the other leave options
g advanced sick leave, 1f war

ting of e
in the fcllowing situations:

e
o

{z} When an ewpiovﬁ* 5o duty to partici
in thes treatment of a condition p‘fkg al to the employee,
including a condition relating holizsm or drug abuse of &

: I ! Twodw&t“ household when family therapy is

ar aignanf of ths treatment regimen,

L e 4Gl €4 /T ; 1
kY Wh y ployes k
their credit pricr tc separation for disebility retlirement.

¢. Frocedures for Requesting Sick Leave

(1) Employees who are
mmuﬂtht SHDFlﬁlﬁof,

rt
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e )

agreement specifies ©
supervisocr of the nature ar
extended illness (o pay 1oy
rnot be required to notify his/her supervisor dailly;
the employse should submit medical documentation nctifying
visor of his/her progresgs and expected date for return to
Sr-71 is normallv submitted at least each pay pe If
an emplovee fails to give such notice on a timely basis, the szuper-
visor should consider the employes's explanation b”“”fe determini
whether to grant sick 1 annual leave, leave T
place the employee in status

annua
annualt
annual
hours
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tnt~@ working should be :
certificate should be furnished to the
ial no later than 15 days after the employs
statements by semployees explaining the nat
ccepted when it 1is unreasonable
medical certificate because the illness does not
services of a physician, or cther valid reasons.

d Abuses of Sick
required to support
absen for a pericd
1f th

eason toc believe an employee may be
eges, a nmedlcal certificate may be
subsequent application for =sick leave.
patterns incliude:
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(13 ick leave on the first workday following
{(2) Sick lileave on Fridavs or Mondays, for a 3-day weelend;

Excessive intermittent sick leave absences of short

(4) Sick leave reguests when annual

wdlCa? Cerulficate may
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& reasonable time, the employee will
requiring that all future requests for sic
madical certificats. This letter, which s
Mew Orleans, will clearly articulate all r
tions imposed, and should explain the reas
Letters of reguirement mav ke grisved Fai e}
letter of requirement may bes considered a b denyis
ieave and carrving the en in an AWOL Additi
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iscued, the emplioyee may not ke required to bring in
ficate for absences of three days or less.)

chey S
o
Ot

o
<

s=is
L re

ok

limited to cases

opinion of the head of
so regquire and there

/ort mpl tlzg re
that he/she may be
sick leave since iz
due to disapild

np?oveﬂ is
cipated
advancing

v oy

WoCLLd

emplovee who separates
resignation) to repay advanced sick 1
(3} Since employees accrus only 13 d

it takes approximately two years anc four me
sick leave advance. Accordingly, all availa
employee's credit must be exhausted and supe

T iy consider requiring the employee to

le al leave ing
3 Militasry Leave
with 21l reserve con
of absence for mili
it

e Upon preserntation of competent order
carser—conditional employses and temporary-1i
appointees wheo ares members of the reserve CoO
Forces or National CGueard will normally be gr
absence with pay in any fiscal year when on
in field or coast defense training. Emplove

11 return to duty

that
when

DWI
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ays zick leave a vyear,
nths to repay a 30 day
ple sick leave to the
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in which hs / he is entitled to

Grartcﬁ annuai leave cor leave
service. Non-workdays falling
military training duty zre cha

military leave allowed during
occurring at the beginning or
charged.
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e next yesr, noct to 30 days in
er provisior noreases an employse's
20 days. e i m

arzer-conditional semplovees are

a rate determined by dividing 40 into
egularly scheduled werkwsek of that

ar. EBmployess are not eligible for
ve duty is as a rs T & member

or

ary ssrvice extends beyond the period
military leave, he/she may be
without pay for litary

within
rged =z
the

d Law enforcement leave is a special category of military
leave for non-temporary employees who are members of the Netional
Cuard or & reserve component of the Armed Forces for the purpcse of
ziding in law enforcement in such situations as riots or preventicn
of looting in a2 disaster. The llwit for such leave ig . k 'S
in a lendar y=ar. (This leave may not be used for
cxcess of 15 for training or other non-law enforcemer
However, 1if the 2 rcement lesave 1is
eilther 1b-day/year annuzl leave mav b
for additicnal enfo ss military pay (e
travel, transportat llowances) receive
enforcement duty is ivilian entitlement
period, the differe by the employes

4 = Court leavs
o al leave or loss
: £ attending ju
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half of =2

is the authorized zbse
of compenszation, of a
diclal proceedings in
of a state or local
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the party is the United States, District of olum-
local goverament. The court or judicial pr ing
irn the District of Columblia, 2 state, Lery o

Urited States.

nons for Jury duty shall
[ periocd, from the reporting da
and time he summons to the time cof discharge by the
court, re the numbsr of hours o Y ctually served an
the jury. he term of jury service doss not, however, include
i the empl Lj e is excuseﬂ or discharged by the
' subiject to call by the court
of 2 day. During

sranted cour

pericds &
court, el

| be szubmitted
of the summons.
rmanent

(1) &
in advance and NuSt be rﬂu;)port ------- d by a truk
Court leave for jury duty is granted to bo
and temporary employees of the United Statu:

Columbia both full-time and part-time.

-
i the District of

2y Regular full-time,

J
employae@ may be granted court
2 tudicial proceesding or t@ftlfy ng in

b&hulf of the Federal, state, or loca

k. Jury Fees Employees who are absent from thelr regus arly
zssigned duties to serve as jurors in a stats or local court mustc
collect all fees and allowance pavable, as & result of the Jury
service and perscnally deliver the fees ccllected to the Civilian
Payroll Office.

(1} Emplov reqularly scheduled tours of duty who

perform jury servi does not confiict with their hours of
employment may :&" usual for jury sarvice.

(2} Emplc
side their re:

{37
5¢ vice iii
which t©

s who periorm Jury
Wwork week may ratain
excused from i
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W

thout pay status when called for

Wi
and zllowancess

dury s &
c. Employess who are el to
annual leave during a

cf CO-IJ
witnsss

e. Employees called as witnesses fo
District of Columbia while absent from t e
without pay for the entire period serving as wilnesses may accept
and retzin witness fees.

f. Employees testifying in their official capacity on
of a party other than the United States or the District of
biz, or summoned as witnesses in a non-cfficial capecity on
of & state or local government, are required to ccllect the auth
ized witness fees and deliver them to the civilian Pavroll coffice.

annual leave or leave
flcilal capacity on
seg and expenses relatad

a. abaenc; covering precgnancy and confinement 1s to be
treated e any other medically certified temporary disability

m W
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An empioyc should maks known fo her immediate supervisocr her
t

I
reasons includi nq the

intent to request leave for maternifty vpe of
leave, approximate dates, and anticipated duration

maternity reascns may include a combinatis £ sick

leave, and leave without pay. Rad ‘ 1y e used to

period of incapacitation as ; hysician. 1
leave 1=z exhausted, annual e, or leave witThcut
vay wiil be granted. This cbligatic grant leavs without pavy

by
extends only to non-tempora

. After delivery and recupe
rzriod of adjustment or lead timse
the child. ‘ tition
L = app
Fay
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7. Leave Withoutb

a. Leave without pay (LWCOF) is a temporary non-pay
granted upon the employee's
the discretion
{2} below. T prot
icy of the Marine E
n the following cirouxn

absence from duty
cproval of LWOP at
specified in paragraph
=nefits, it is the pol
LWOP, when reguestad

[EPEEN
(9]
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ted, i

(1} Pending final action of the Office cf FPersonnel Manage-
ment on an application for disability retirement, aft al 1ol
and annual leave have been exhausted;

(7) During any pericd pending action by
Workers'! Compensatiocn Programs {OWCF) on an empls
documented claim resulting from work-related nguf; or illness.

r while an injured cr disab
ation through OWCF. Extensi
a review of the individual

s are entitled to LWOF, if necessary,

permitted by law has bLes
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sarious detriment to the work in which he/she 1s engaged, when it
can reasonably be expected that the employee will return to work,
and when it is apparent that at least one of the following Leneflts
would result: increased Job abiiity, protection or improvemsnt of
the emplovee’'s health, retention of a desirable employee, or
furtherance of a2 program of interest Lo the government

Leave withcoul pay should be authorized initially for
peri@ds c¢f ne more than 5Z weeks. FHeguests for an extension of
ay in excess of one year should be scrutinized
dherence to the criteria described above.

d Requests for leave without paey will be submitted on an
SF-71 with justification Q'"EP under the "Eemarks" section. When
LWOP extends beyvond 30 calendar days, a Regquest for Personnel
Ection (83F-52) should be processed.

nocrmally approve LWOP of 20
heads or higher organizaticnal
of 30 daye unless otherwise
leave policy.
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€. nitendluq Conferences Ons. xcused absence
f T : zlendar vear.
. in whlgh the
i 1“V(J”Pd
gxcused

oYy 13 a o
or parti-

Lo attend runfﬂ-anﬂ
san political groups

used without

f. Employment Interviews. Employess may be exc
charge to leave or loss of pay to participate in interviews when:
{(a) competition is for a pesition within the Department of Defense;
or, (b} the individual is under notice tio
lnw%r grade for any reascn except pezsonal
interviews in circumstances cother than
Lo annual or, if reguested by th

pay.

g. ITllness Caused by Reqgulred Vaccinations or Immunizations.
When an employes i3 absent because of 111“633 from administratively
reguired vaccinations cor immunizations, the ahsence will be consid-
ered an excused absence without charge to : 1 Eay,

ti
ah
provided the mcjiCﬁi officer administerin
certif

=4 ik Cr
immunizzations certifies to the necessity
k. Emergency Rescue or Frotective Work Emplovees who can ke
spared without interference with essential agency operations and
cbligations may be sxcused to participate in emergency rescue or
i 1Y T

protective work durin
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F
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from duty without charge to leave for the purposs of performing
esCue or guarasmgn duty which otherwise would be covered by

511.“ ary leave.

1. After Prolonged Overtime or Travel. When 1t is not pessi-
ble or reasonable to reschedule an employee's duty or travel time
and regular scheduling would reguire the emploves to travel and/for
serve in a duty status for more than e Lo
may be excused without charges to leave z
able time to recuperate from fatigue
under this authority will not normally

3. Absence fcr Felcocation play
excused for a reasonable time arra
transact persconal business direcg pe
oI station which iz in the inte go ernt

r ded such bu S8 or arran transacted cutside
! mplove re ar working udes such things zs
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within the administrative discreticn of the head of
close &1l or parts of an activity for brief
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e. An intermittent employee who has no regularly scheduled
tour of duty is not paid when he/she does not work on a
non-workday,

il ployes who 1is ing under an appolintmen imited to

. Ln em t 1
5 urrently employed for a
ent

90 davs or le or wh 5
continuous period of ays Appo 1ﬁt without
& break in servics | ol Y unless the

11y g ¥}

S
emplovee actua

g. The authoritvy may not be ussd for periods
or suspended operations which would ordlaurliy be covered by the
scheduling of 1 , furlocugh or the zssignment of other work,
Dismissals dus to unusual employment or work conditions created by
- alr cooling or heating systems should be
laced on the correction of these
ti*e allowances may be granted, 1t
asconable standards cof judgment
o actually prevent working. Group
e used to create a holiday It mavy
a heliday; for example
lLlowances are authorized

a temporary disrupticn o
rare, and emphasis sho i
tions. Before admis

1

wl

r

must be clezrly estab
that the conditicons a
dismissal authority will no
not bes used to "

Christmas Eve or a
crnly by the President ¢f the United States

h. It is in the public interest to relieve empl
work to participate In civil activities 5
lnterested in encouraging.

i. Administrative leave may be gr

to one hour when reasons aprl
13.  Ea: and Medical Teave Act The Family and Medical Leave
Act (FMLA) entitles eligible emploveses to take up to 12 weeks of
unpaid, jeb-protected leave each year for specific familv and
medical reasons. Emplovees may choose to use accrued annual or
sick leave, when appropriate, to cover some or all of the FMLA
leave. FMLA leave may be taken for medical reasons, for the birtnh,
adoption cor foster care of a c¢hild, and for the care of a child,
spouse, or parent who has & sericus health condition. Specific
guidance on entitlement and procedures applicable to this program
may be obtained from HRO New Orleans.
ter and Voluntary
Amendments Act cof
sfer and
ts &2
AVE
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ency for the same medical eme rg ency i; his
shed both programs.

reciplient or a leav
icable to this progran

programs in the same a
or her ) ;
how to

tion on
HRC Hew

The Voluntary Leave Transfer Program permit
accrused annual leave, not to
leave ha/she would be ent Lfled to accrue

in which the donation 1s made, for use by
ather Federal @mp1o ces for a medical emergency. As defined by OFM
and DON regulations, a medical emergency 1§ & me ical conditicn of
Tﬁmi3j member of an employes that may reguire an
from duty for a prolonged period of time and
to the employee because of

emplovess to donate
the amount of annual
during the leave

3

5u0at1rtw: loss of inco
ilability of paid leave. Donated leave may be used by ti
£ only for the documented medical emergency. Upon termina-
~f the medical emergency, the unused donated leave shall be
sferred pro rata back to each donor (% CFR 630.851 1.

LIt 4

(1) Leave donors may not contribute to an immediate

SUREervisor,

2} &n employee who desirss to become a leave donor may
4

{
vyoluntary written reguest to his/her employing activ jit

cating that a specified number of hours of his/her accruesd
arnual leave may ke transferred to ancther employee.
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4000, Lezgal

non-workdays
Jarnuary

Third Monday in %
Third Monday in February .......
Last Monday in May ... . ... Cee

4 July ... .

Iindependence Day

Labor D
Columbus
Veterans Davy
Thanksaiving Day
Christmas Day
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1. When the above designated holidays occur on a workday within
the basic workwsek, holiday routine shall be obssrved on the day

concerned,

>

2. Employees
through Friday, will

who work a normal five-day, 4C-hour workwesk, Monday
1 comply with the following:
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4007, Holidavs Occurring on Two Consecutive Davy
{such as when Christma

oCcur on two consecutive days
day), entitlement to holiday benefi
be determined in accordance with the

declared a hol
both days
holidavys.
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CHAPTER 5

POLITLICAL ACTIVITY

N refrains from considering
ons oi applicants ﬁnd
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without comper;aticn, and wh

holding of
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t
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be promine:

o run for
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v and in detail-all information concern-

Such information will include, but is not
whe fice iz full cor part-time, with or

hether there 1s a possibility that the
fice will interfere with the regulasr and efficient

off

the employee's Federal duties,

responsibility of each emplovee concerned tco

2. It is the X
that outside activities, whether elective or volunteered,

interfere with, or adversely affect or reflect an performance of
cfficial dutie

5002. Partisan Political Actiwvity. Nothing in this COrder shall be
construed as permitting a Federal emploves to engage in any parti-
san pelitical activity prohibited by Section 7324 of Title 5, USC.
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MARINE FORCES RESEEVE FPOLICY ..oy o000 &=
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CHEPTER ©

EQUAL EMPLOYMENT CEPORTUNITY

€000, Marine Forces Rescrve Policy., The Marine Forces Re is
cemmitted Lo a icy thai 1 persons will bs accorded = .
opportunity in oviment matters to provide egual
opportunity in 1 gualified perscns, to prohibit
discrimination se of ra 1 eligion, sex
or national origl:r rromote the full re equal
aemployment through a continuing affirmative action program. All
quu1¢f1to personnel will receive impartial consideration for

]

s

2l employment and supseguent promotion. Al
zﬁntgi eqgquel prestige and security during smpl
tted to =snjoy eguzl copportuntties Zor cars

1 employees will be
vyment and be
er development.
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of local plans and

y Officer. The Deput

6002, Deputv Fgusl Fmployment Ovportunit

Equal Employment Opportunity Officer (Deputy EEC) is the principal
advisor to the EEOO on all matters relative to the Implementation
of the activity EBEQ Program and is Located in the Human Fesources
Cffice

6003. Federal Wcomen’s Program Manager. The Federal Women's
Program Manager (FWPM) will assisi the Deputy EECC 1In assuring
equal opportunity for women 1s an ilntegral and functioning part of
the Marine Reserve Force EEOQ Program.

6004 Egqual Frnplovment Opportunityv Counselors. FEBgual Employment
Cpportunity Counselors serve as a bridge bstween employees and
managemant by attempting o recolve EEO problems which are brought
to thelr attenticrn on an informal and contfidentizl bhzasis.

&005 perviscrs and managers

personally re full dintegration and maximum

utilization ¢ The effectiveness of supervi-

sors and mana chijectives of sgqual smployment
' s ceonsidered in the annual
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llability of memp is/her staff for advice,
and guidance on sp r general gquestions concern-—
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CIVILIAN TUITION ASSISTANCE PROGEAM ., ... ...... 7

FLIGIBLE FOR TUITION ASSISTANCE .... 700Z =3
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arm, The Civilian Tulticon
irage civilian emplo to
urses offered

Tultlion assistan

who zre:

irg permanent positions and have at least ons
civil service,

2. Involved in cccupaticn oriepted self-educaticn and training
o

3 Mot receiving other educational benefits {(i.e., G.I. EL11L,
Scholarships, etc.,) which are sufficient to pay for the expenses
covered by this program.

7001, Tuiticon Assistance Tunds. Tuoiti sistance will operated
by reimbursement and 1s subject to the ability of funds. 1In
the eve arec not aval »le to cover all of the
allowed expenses of employees registered in the program for a given
guarter/semister, vailable funds will be distributed on =

pro-rata basis.

that the person could reasonabl
thres to five years; or an occl
command for which an emploves

lsfying its gualification

7002 Zotivities FEligible For Tuition Assistance. The kinds of
activities eligible for tultion assistance are those related to the
employes’s current permanent position; activities related to a
different positicon within the em pio ee's ocoupaticonal career field
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003, 1556 Registr With 2
proper. cpleted DD Form 1556 & must he
completed for each ccourse enrol

quarter/semester). Emplovyess d ld initiate
a DD Form 1506 through their immediate supervis time Lo ensure
that it is received by the Civilian Perscnnel Co ¥ (CEC) no
later tnan 15 days prior to t date of the fir mesting.

In addition to the personal and course data reqguire the DD Form
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This requires the signature

FEINVADY O ACT
dated by bthe traines

. Privacy Act Statement (Reserve s ds of Form). This must be

5. Elock ide of Form). This must be signed and

. Expences eligible for

—

iple Tor Reimbursemen
tuition oz registration fees charged by the
required texts/workbooks. However, in order
neble costs, reimbursement will be limited to
‘t@ Colleges and/cr Universities

sre at) Anvy costs at private
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le for reimbursement are materials,
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